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As opportunities for real estate transactions expand across county and state 
lines, the frequency of mail-away closings is increasing. If you are involved in 
a closing that requires the mailing of documents, here are some tips that can 
help you avoid delays:

Inform your closing/settlement agent of the need to mail documents as soon as possible. This will 
allow them to better coordinate the document preparation and signing process.

Provide your closing/settlement agent with a physical address and the best phone number for each 
party involved in the transaction. Most overnight delivery services will not deliver to a P.O. Box.

Be aware that many lenders have specific closing practices that may differ from local customs. Not 
all lenders allow documents to be signed in advance of the closing date, and some require that the 
documents be signed in the presence of an attorney or at a local settlement agent’s office.

Allow sufficient turnaround time for the documents to be signed. This may decrease the chances of 
funding delays due to errors in the signing process. In order to disburse funds on a transaction, your 
closing/settlement agent may require the original documents to be returned and in their possession. 
The minimum time required to send and receive documents is three business days.

MAIL-AWAY CLOSING TIPS
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5 THINGS TO AVOID
During the Closing Process

AVOID CHANGING YOUR MARITAL STATUS
How you hold title is affected by your marital status. Be sure to make both your lender and closing/
settlement agent aware of any changes in your marital status so that documents can be prepared correctly.

AVOID CHANGING JOBS
A job change may result in your loan being denied, particularly if you are taking a lower-paying position or 
moving into a different field. Don’t think you’re safe because you’ve received approval earlier in the process, 
as the lender may call your employer to re-verify your employment just prior to funding the loan.

AVOID SWITCHING BANKS OR MOVING YOUR MONEY TO ANOTHER INSTITUTION
After the lender has verified your funds at one or more institutions, the money should remain there until 
needed for the purchase.

AVOID PAYING OFF EXISTING ACCOUNTS UNLESS YOUR LENDER REQUESTS IT
If your loan officer advises you to pay off certain bills in order to qualify for the loan, follow that advice. 
Otherwise, leave your accounts as they are until your escrow closes.

AVOID MAKING ANY LARGE PURCHASES
A major purchase that requires a withdrawal from your verified funds or increases your debt can result in 
your not qualifying for the loan. A lender may check your credit or re-verify funds at the last minute, so 
avoid purchases that could impact your loan approval.
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KEYS TO A HOME
You have been supplied with a set of keys that unlocks the doors to your new home. To ensure security, change the locks 
upon moving in.

UTILITIES
If you have not already done so, contact the local service providers to make arrangements for electricity, gas, water, phone 
and cable or satellite services. While some providers may need as little notice as a day to activate your services, it’s best 
to give them a few weeks’ notice.

OWNER’S TITLE INSURANCE POLICY
You may have received a First American Title Owner’s Policy of Title at the closing table. If this service is not available in 
your area, you will receive your policy by mail in the weeks following the closing.

RECORDED DEED
Once recorded in the official county records, the original deed to your home will be mailed directly to you.

LOAN PAYMENTS
At the closing, written instructions were provided with details for making your first loan payment. If you have questions 
about your tax and insurance escrows, please 
contact your closing/settlement agent.

PROPERTY TAXES
At the closing, property taxes were prorated between the buyer and the seller based on occupancy time in the home. You 
maynot receive a tax statement for the current year on the home you buy; however, it is your obligation to make sure the 
taxes are paid when due. Check with your lender to find out if taxes are included with your payment and if the tax bill will 
be paid by the lender from escrowed funds.

FILING FOR HOMESTEAD
If the home you purchased is in a homestead state, you may be required to declare homestead or file a homestead 
exemption. A homestead exemption reduces the value of a home for state-tax purposes. You can check with the local 
county recorder’s office to determine eligibility, filing requirements and deadlines.

POSTAL SERVICE
Your local Post Office can provide the necessary Change of Address forms to expedite the delivery of mail to your new 
home. You can speed up the process by notifying everyone who sends you mail of your new address and the date of your 
move. Many bills provide an area for making an address change.a home for state-tax purposes. You can check with the 
local county recorder’s office to determine eligibility, filing requirements and deadlines.

WHAT HAPPENS
After the Closing

It is recommended you keep all records pertaining to your home together in 
a safe place, including all purchase documents, insurance, maintenance and 
improvements.
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VALID PHOTO IDENTIFICATION
Two forms of identification are typically required at closing, including one of the following:
Valid U.S. Driver’s License or non-driver I.D. 
Valid Canadian or Mexican Driver’s License issued by the Official Agency
Current United States or Foreign Passport Foreign Passport must have been 
stamped by U.S. Immigration and Naturalized Service

CASHIER’S CHECK, TREASURER’S CHECK, OR WIRE TRANSFER
In the event you are required to bring funds to closing, we cannot accept personal checks or cash. If you prefer to 
wire your funds, contact us for bank routing instructions.

If you will be bringing a proceeds check from another settlement, contact us to verify the acceptance of those 
Wfunds - we do not automatically accept all checks.

HAZARD INSURANCE POLICY AND PAID RECEIPT
A hazard policy, also known as homeowner’s insurance, with the lender designated as the insured holder of the 
mortgage, is required on most loans. Evidence of hazard insurance, including a paid receipt, must be provided prior to 
closing.

IF POSSIBLE, ALL PARTIES WHO HOLD TITLE TO THE PROPERTY SHOULD ATTEND THE CLOSING
State-specific laws may require the spouse of the parties in title, even though their name does not appear on the 
deed, to sign certain documents when obtaining a mortgage. If anyone is unable to attend closing, contact us to 
arrange a power of attorney or closing by mail.

Whether you are purchasing a home or selling a house, knowing what to 
expect and being prepared at the closing can help eliminate stress and result 
in a pleasant experience. We understand how important this transaction is to 
you, and we are committed to consistently providing a level of service that 
prepares you for this final step in your real estate transaction. 

Although the settlement process can vary from state to state, here are some 
common items that may be required at closing to help the process go as 
smoothly and quickly as possible.

CLOSING DAY

•
•
•
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Closing Instructions or Real Estate Broker Worksheet

Purchase Agreement

Valid Photo Identification

Amendments or Addenda

All Closing Party Members

Buyer(s) Pre-Approval Letter

Home Warranty Application

Payoff Authorization to Release Information

Association/Condominium Contact Information

Copy of Earnest Money Deposit

Check and Escrow Agreement

Cashier’s Check, Treasurer’s Check, or Wire Transfer

Power of Attorney (original needed at closing)

Divorce Decree and Quit Claim Deed (original needed at closing, if not recorded)

Court Order from Bankruptcy Court

Corporation Documents: Board of Resolution, Certificate of Good Standing and Articles of 
Organization

Death Certificate (original needed at closing)

Prior Owner’s Title Policy

Trust Agreement and Attorney Contact

Letter of Authority for Probated Estate (original needed at closing, if not recorded)

Limited Liability Company Documents: Operating Agreement and Articles of Organization

Hazard Insurance Policy and Paid Receipt

IF APPLICABLE

CHECKLIST ITEMS
For A Successful Closing
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Carry currency, jewelry, and important documents yourself

Let a close friend or relative know route and schedule you will travel including
overnight stops; use him/her as message headquarters

Have appliances serviced for moving

Double-check old closets, drawers, shelves to be sure they are empty

Leave old keys needed by new owner 

Post Office

Bank

Credit card companies

Friends and relatives

Insurance companies — Life, health, fire, auto

Automobile — Transfer of car title registration, driver’s license

Utility companies — Gas, light, water, telephone, cable

Arrange for any refunds of deposits

Arrange for service in new location

Home delivery — Laundry, newspaper, magazine subscriptions

School records — Ask for copies or transfer children’s school records

Medical records — Medical, dental, prescription histories

Ask doctor and dentist for referrals

Transfer needed prescriptions, x-rays, etc.

Church, clubs, civic organizations — Transfer memberships and get letters of introduction

MOVING CHECKLIST
SEND CHANGE OF ADDRESS TO

DON’T FORGET TO

Empty freezers — Plan use of foods

Defrost freezer/refrigerator

Have appliances serviced for moving

Contact utility companies to disconnect services — Water, power, cable, trash, etc.

Stay in contact with your mover — Confirm the following: insurance coverage, packing and 
unpacking labor, time and date of scheduled move, details of payment

ON MOVING DAY
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Moving to a home in a new location can be an exciting adventure, but it can also 
be the cause of stress and confusion for household pets. To minimize the trauma, 
here are a few tips that may help make your pet’s transition a little easier.

10 TIPS FOR MOVING WITH PETS

Pets can become anxious with the increase of activity prior to a move. To eliminate the 
threat of them misbehaving or running off, consider boarding your pet during the most 
hectic of moving days.

If you are moving your pet by car, be sure to take a favorite toy or two, a leash for when 
stops are made, and plenty of water to keep your pet hydrated.

Requirements for the movement of pets across state lines are set by each individual 
state. Contact the State Veterinarian in your new location to obtain the most current 
information.

Long-distance moves may require an overnight stay. People and pet-friendly 
accommodations can be found by searching a number of internet sites.

Once you and your pet have arrived in your new location, allow sufficient time for the new 
neighborhood adjustment to be made. It could take a few days or a few weeks for your pet 
to adapt to their new surroundings.

Carry a current photograph of your pet. If your pet is lost during the move, a photograph 
will make it much easier to search effectively.
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Schedule an appointment with the veterinarian for a check-up 
prior to moving.

Obtain a copy of your pet’s medical history along with rabies 
certifications that state when and where your pet was 
vaccinated.

Make sure the supply of current medications will last until a 
veterinarian in your new location can be found to provide refills.

Proper identification is essential. Be certain that any required 
license tags are secured properly and the contact information is 
current.
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The TILA-RESPA Integrated Disclosure (TRID) Rule from the Consumer Financial 
Protection Bureau (CFPB) went into effect on October 3, 2015. This initiative is 
designed to help consumers understand their loan options, shop for the mortgage 
that’s best for them, and avoid costly surprises at the closing table. The new Rule 
not only requires new mortgage disclosure forms, it also changes the way real 
estate transactions are processed and closed.

The LE must be delivered or placed in the mail no later than the third business day after receiving the 
consumer’s application.

The CD must be provided to the consumer at least three business days prior to closing.

The real estate closing process varies around the country, but every transaction requires coordination 
between skilled professionals. Working closely with your real estate agent, lender and settlement 
agent will help the settlement process go as smoothly as possible.

KNOW BEFORE YOU OWE

LOAN ESTIMATE (LE)
Replaces the Good Faith Estimate (GFE) and initial Truth-in-Lending Disclosure

The LE is designed to provide disclosures that will be helpful to consumers in understanding the key features, costs 
and risks of the mortgage loan for which they are applying.

The lender or mortgage broker will issue the LE.

CLOSING DISCLOSURE (CD)
Replaces the Good Faith Estimate (GFE) and initial Truth-in-Lending Disclosure

The CD is designed to provide disclosures that will be helpful to consumers in understanding all of the costs of the 
transaction.

The lender will most often provide this document to the buyer/borrower, but in some cases, may assign the 
responsibility to the settlement agent or title company.

The settlement agent, not the lender, is responsible for completing and delivering the seller’s side of the CD. 
Settlement agents may elect to prepare a separate CD for the seller.

NEW FORMS

NEW TIMING REQUIREMENTS
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